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Preface

Introduction

This manual has been produced as a tool to help you understand eQuote and to respond to 
eQuote bids when you receive an email inviting you to participate in an eQuote 
solicitation.  Our hope is that you will find this manual valuable.

DISCLAIMER

Due to changes and updates to the eQuote system, it is possible this manual may become
obsolete or outdated.  The vendor is responsible for checking the web periodically for 
updates and revisions to this document.  If changes have occurred, it is recommended that the 
vendor print the entire manual from this website to obtain a current copy.
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Section 1:  Introduction to eQuote

This Vendor’s Guide to eQuote is being provided to help you use eQuote. 

eQuote is a procurement sourcing and solicitation tool that enables agency buyers to 
electronically send out informal bid opportunities valued between $5,000.00 and 
$49,999.99. The eQuote system then, in turn, allows the contacted vendors to 
electronically respond to the bid opportunity. Once bids have been submitted and the bid 
closing date and time have been reached, buyers are able to evaluate submitted bids, 
make an award decision, and notify vendors of the award decision. 

e-Quote is an alternative to faxing small value purchase requests between $5,000 and 
$9,999 and to posting solicitations between $10,000 and $49,999.99 to the Georgia 
Procurement Registry (GPR). It is user-friendly and requires minimal instruction. The 
eQuote system was specifically designed for simple informal solicitations and is not to be 
used when splitting of bids; therefore, one vendor must be able to supply all line items
requested for each quote. Award decisions are based solely on which is the lowest 
responsible and responsive bid. Thus, RFP bid opportunities and more complex RFQ bid 
opportunities will still use the GPR to deliver the solicitation information to prospective 
suppliers.

To participate, the vendor must be registered on the Vendor Registration System.

Registering on the Vendor Registration System

To register on the Vendor Registration system, the vendor needs to go to the DOAS 
webpage at: http://www.doas.georgia.gov, 
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Locate the DOAS web page at: http://www.doas.georgia.gov
      

     
  Click:   State Purchasing  under  Quick Links to...

The following screen will appear:

      
Click:    Vendor Registration System

The following screen will appear:

Click:
State  Purchasing

Next find the 
Vendor section
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The following screen will appear:

Click:    Vendor Registration System

 The following screen will appear

Click:       

Click:  

 to get started



eQuote User’s Guide 3/20074

The following screen will appear:

Enter:  User Name. This should be a name you will remember, not your email address

Click:  Registration Type:   This defaults to FEIN. You may choose to use SSN but it is  
not recommended

Enter:   Zip Code:   The zip code of the company

Enter:    FEIN # (or SSN if that button was selected):  Type in the number, no dashes 

Click:    
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Sample:

The following screen will appear:
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Completing the on-line Vendor Registration form

Part 1:
1. Company Name:  Enter the name of the company as is officially registered
2. Headquarters:       Enter the official headquarters of the company
3. Counties Served:  Enter the counties your company serves
4. Primary Contract: Enter the name, phone, fax and email of the primary contact
5. Receive Bid Notices:  Click No only if you do not want to receive email notices 

of bids. This is not recommended
6. 1099 Vendor:  Click Yes if this applies. 
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Part 2:

7. Company Status:   Select from the list provided
8. Owners Ethnicity Status:  Select from the list provided

Owners Ethnicity Status Definitions 

A minority business (or minority business enterprise - MBE) is one that is owned 
or controlled by one or more minority persons. Owned and controlled means a 
business which is: 

A. a sole proprietorship legitimately owned by an individual who is a 
minority person; 

B. a partnership or joint venture controlled by minority persons and in which 
at least 51 percent or the beneficial ownership interests are legitimately 
held by minority persons; 

C. a corporation or other entity controlled by minority persons and in which 
at least 51 percent of the beneficial ownership interests are legitimately 
held by minority persons. 

The State of Georgia recognizes five (5) minority groups; Asian American, Native 
American, African American, Hispanic/Latino and Pacific Islander. 

Woman-owned businesses are not considered minority businesses in the State of 
Georgia. Minority, in the State of Georgia, is based on ethnicity, not gender. 
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The State of Georgia recognizes five (5) minority groups; Asian American, Native 
American, African American, Hispanic/Latino and Pacific Islander. 

What is the difference between registration & certification? 

Registration simply means that: 

A. Your business will now be available to purchasing officers from state 
agencies, colleges and institutions as a source for solicitation of 
contracting opportunities; and 

B. You will receive electronic notification when a bid opportunity occurs in 
your specific business category, if you so choose. 

Registration is open to any business wishing to enter into a business contract with 
the State of Georgia. 

Certification (as used in this registry) is a process open only to minority business 
enterprises. Certified vendors have met a specific set of criteria which validates 
their minority status and makes them eligible for a wider range of state and 
federally funded contracts. (Please contact the Governor's Small Business Center 
for more information.) 

9. NIGP Product Class Code:  Select the 3 Digit Code that describes what goods or 
services your company provides.  You may select several if that is appropriate. 
Hold down the CTRL key on your keyboard to do so.

10.  Click:  
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Part 3:  (page 2)

11. Select the 5 digit NIGP Code that best further describes the goods or services your 
company provides. You may select several using the same method describes in 
Step 9.

12. Click:      to add additional contact information ( if applicable)or 
Click:     to complete the process

13. The following will appear.

After you are registered

You will receive your user name and password. You will then be able to log into the 
system to add or amend the information you provided. Please note that you should do so 
whenever the following occurs:

 A change in your company name, address, phone, etc.
 A change in the email address
 A change of personnel listed as primary or secondary, etc. contact
 A change in the products or services your company provides
 You want to change your password
 You want to unenroll in the Vendor Registration System

You should periodically log back into the system to make sure your information is correct 
and up-to-date. If you log in and see the following, you will need to contract our office at 
404-657-6000 to get assistance. 
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Section 2:  Responding to an 
eQuote Opportunity

Getting Notice of the eQuote Bid Opportunity

As a vendor registered with the Vendor Registration System, you may receive an email 
offering you the opportunity to respond to an eQuote solicitation.

If your email address on the Vendor Registration system is inaccurate or inactive or if 
you have a firewall program that blocks the email, that notice will no be received.

Here is an example of an email received by a vendor:

This is the link the 
vendor uses to 
access the eQuote 
system
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Steps the Vendor Takes to Respond to the eQuote invitation

The eQuote system email includes the link the vendor uses to access eQuote. 

The link opens the following screen (sample):

The vendor can only use the one-time user-id and password to get access to the eQuote. 
Note: This is NOT your Vendor Registration System user id or password.

In our example, the vendor is being given an opportunity to respond to the eQuote for 
Denim Jeans.

Here are the steps the vendor needs to take:

1. Enter the one-time user id and password using lowercase letters. It is recommended 
that the vendor simply copy from the email and then paste onto the eQuote Bid 
System screen.

The result would look as follows:

The unique 
eQuote number is 
located at the top 
of the page

 Each vendor is 
given a one-time 
user id and 
password to use 
to respond to the 
eQuote



eQuote User’s Guide 3/200712

 Click:     
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The following screen appears:

The eQuote page includes instructions to help the vendor understand purchasing-related 
definitions and information.

To review these instructions:

Click:  

The following screen will appear:
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The two page document can be read on the screen or printed and retained for reference.

The Standard Terms and Conditions for eQuote Goods and Services is also available to 
the vendor:

To view the Standard Terms and Conditions for eQuote Goods and Services;

Click:   

The following will appear:
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The six (6) page document can be read on screen or printed and retained for future 
reference. 

Note the following statement that appears on the page.

At times, the eQuote might have an additional attachment that is specific to that eQuote. 
It is important that the vendor click open and read the information on the attachment.

Choices regarding responding to the eQuote invitation

The vendor is given three choices regarding the eQuote:
 To bid now
 To bid later
 To decline the bid opportunity
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Let’s look at each of these.

To decline the bid opportunity:

Click:   

The following screen taking the vendor to the Georgia Procurement Registry page will 
appear:

The vendor will receive the following message if an attempt is made to use the one-time 
user id and password again to re-enter the eQuote:

Invites the 
vendor to 
search for other 
open bid 
opportunities
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To decide to bid later on the eQuote:

Click:   

The screen taking the vendor to the Georgia Procurement registry will appear.
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When the vendor is ready to bid on the eQuote  (which must be before the eQuote bid 
closes), the same access page, user id and password is used. The vendor then sees the 
following again:
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The same choices are available as before.

To decide to bid on the eQuote now:

Click:   

The following screen will appear:

Steps for completing the eQuote bid process:

1. Bidder Name:  The vendor must enter the name of the person entering the bid. 
Note that on some occasions, more than one invitation to bid on the eQuote might be 
sent to the same company. Should that situation occur, it is important to have the 
name of the person submitting each bid and not the name of the company.
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2. Bidders Phone #:   A phone number is needed should the situation arise whereby the 
bidder needs to be contacted.

3. Bidder Comment:  This open text box is provided to enable the bidder to provide 
additional information or comments relevant to the bid. 

4. Bid amount per unit: The vendor enters the bid amount per unit for each line. The 
eQuote system automatically calculates the total per line.

5. 30 Day Pay Discount: The vendor enters the percentage discount, if applicable.

6. Total Bid Amount:  The eQuote system automatically calculates the total bid amount, 
including the discount. However, the discount does not appear in the total until after 

the   button is clicked.

Sample:  
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Click:     

The next screen that appears shows all that was entered by the vendor in Red:

7. If  the vendor determines the information is not correct or not what he or she wants to 

submit, then   is clicked.

In this example the vendor decides the bid amount for the 6x jeans is too low and clicks 

the   button;

The following screen appears:
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 A change is made to Line #2—to 23.00 per unit:
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Again, Click:   

The following screen appears:
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8. If the information is correct, the bid is submitted

This is now correct.

Click:    

The following screen appears:
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9. The vendor is given the opportunity to do a last review:

Click:    
The following screen appears:
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Click:   

The two prior screens appear:

Click:     

Then Click:      one more time

10.  The final step is the acknowledgement that the bid response has been submitted

The following screen appears:

Click:    

The following screen appears:
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11. The vendor receives emails to confirm the bid response:

While the Bid is Still Open

Certain situations may occur that cause the vendor to receive an email notification 
regarding the eQuote between the posting of the eQuote and the evaluation of the eQuote.

 The eQuote may be cancelled. If this happens, the vendor will receive an email
stating the eQuote has been cancelled. 

 There has been some information regarding the eQuote that the buyer has sent out 
to all the vendors:
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 If for some reason a vendor was sent an email invitation to bid on the eQuote and 
that email was not received by the vendor, the buyer can re-send an email
invitation to that specific vendor. This email looks like:

After the Bid Closes

The buyer reviews the bids submitted, evaluates the responses, and makes an award 
decision. (See that section of this manual).

When the award is made, all vendors are notified of the decision. 

The vendor who is awarded the eQuote receives the following email:
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The vendors who are not awarded the eQuote receive the following email:
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Section 3: Frequently Asked 
Questions (FAQ’s)

Below are some FAQ’s that have been asked. As eQuote is used and more questions are 
posed, we will work to update this chapter of the manual

Question:

Can vendors add documents to their bid submissions?

Answer: 

No. eQuote only considers the price submitted by the vendor. 

Question:

What enhancements were made to allow a buyer to enter multiple NIGP Codes?

Answer: 

Buyers can add as many lines as needed to the eQuote as long as the total does not 
exceed the $49,999.99 limit. Each line can have its own NIGP Code. The awarded 
vendor must be able to provide the commodities or services solicited on the entire 
eQuote.

Question:

Can the eQuote award be split among vendors?

Answer:

No. Not at this time, but this will be considered for future system enhancements.

Question:

Will eQuote replace the requirement to post to the Georgia Procurement Registry?

Answer:

Yes, for only those solicitation being processed through the eQuote system.

Question:

What guidelines would a buyer use to determine the number of days an eQuote 
should be posted?

Answer:

If the eQuote is valued at $25,000 or more, it is recommended that the posting 
covers a minimum of five business days. This decision should be based on the 
type of procurement and circumstances regarding the solicitation. A shorter 
posting may be appropriate if there is a rush. A longer time may be appropriate if 
there is no compelling reason to use a short time frame. A longer time frame may 
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be needed when the buyer wants to add additional vendors to afford those vendors 
time to respond to the eQuote.

Question:

How long can an eQuote be posted?

Answer:

eQuotes can be posted for between 2 and 20 business days. 

Question:

What types of solicitations should eQuote be used for? What types of solicitations 
should eQuote not be used for?

Answer:

eQuote was designed for simple solicitations where price is the only determining 
factor. eQuote can be used for commodity and service procurements but not with 
an RFP. In addition, eQuote cannot be used whenever bonds are required (bid, 
payment or performance) or with any construction bid. eQuote cannot be used for 
sole source solicitations

Question:

Why can’t eQuote be used for any construction bid?

Answer:

eQuote cannot be used for any construction bid because construction bids require 
the use of a project manual and must be posted for 30 days. 

Question:

What happens if all of the bid responses are over $49,999.99?

Answer:

The eQuote will have to be canceled. All vendors who submitted a response will 
be notified that the eQuote has been canceled. 

Question:

Can a P-card be used to pay for the eQuote?

Answer:

Only a purchase order can be used. Use of P-card is being considered for a future 
enhancement.

Question:

What should I do if I have problems with eQuote?

Answer:
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DOAS State Purchasing has a team of employees who will be working our Help 
Desk. All staff members who work on this team are being trained on eQuote. You 
can contact them during regular business hours at 404-657-6000.

Question:

Can a pre-bid conference or a site visit be a part of an eQuote?

Answer:

Yes.

Question:

What types of notifications do the selected vendors receive?

Answer:

Vendors, both randomly selected and those added by the buyer, receive the 
following email notifications:

 An invitation to participate in the eQuote solicitation
 An acknowledgment that their eQuote has been received
 A notice of any change or correction to the eQuote (optional)
 A notice if the vendor has been awarded the eQuote
 A notice if the vendor has not been awarded the eQuote
 A notice if the eQuote has been canceled 


